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To : ECC Members 

      
Date : August 26, 2010 

 
 Telephone : (916) 561-1740 
 Facsimile : (916) 263-3676 
 E-mail : dpearce@cba.ca.gov 
 
From : Deanne Pearce, Chief 

Licensing Division 
 
Subject : Economic Travel - Official State Business 

 
Attached is a memorandum provided to California Board of Accountancy (CBA) 
members at the recent March 2010 meeting.  The purpose of the document is to 
provide and define the basic travel reimbursement rules for individuals who are 
required to travel on official state business, methods of travel that are available, and 
how to use them. 
 
This document will be crucial for Ethics Curriculum Committee (ECC) members for 
any time spent traveling on official state business as it relates to ECC activities. 
 
At the meeting, I will provide an overview of the previously circulated memorandum, 
and be available to answer any questions ECC members may have related to 
traveling on official state business. 
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      Board Agenda Item X.F. 
      March 25-26, 2010 

 
To :  CBA Members Date : March 8, 2010 
   
  Telephone : (916) 561-1713 
  Facsimile : (916) 263-3674 
      E-mail :  drich@cba.ca.gov 
 
 
From :  Dan Rich 
   Assistant Executive Officer 
   
 
 
Subject :  Compliance with DCA Travel Guidelines
 

 
As a result of the recent direction provided by the Legislature during the Accountability and 
Administrative Review Hearing, the Department of Consumer Affairs (DCA) is committed 
to ensuring that only the most economical mode of transportation is reimbursed when 
employers are required to travel.  Additionally, staff have been apprised that every travel 
claim submitted to DCA is being closely examined before any reimbursement is approved. 
Consequently, the issue of travel has been scheduled at this meeting to assure that all 
CBA members are aware of travel guidelines and do not incur travel expenses that are not 
reimbursable. 
 
Attached is the Department of Consumer Affairs’ Travel Guide (Travel Guide; Attachment 
1). The purpose of this guide is to provide and define the basic travel reimbursement rules 
for employees who are required to travel on official state business, methods of travel that 
are available, and how to use them. 

 
Per Diem Allowances – Please refer to page three and four in the Travel Guide. 
 
Distance and time are two criteria that need to be considered when determining the 
appropriate amount of reimbursement allowed for meals, lodging and incidentals. 
Employees on travel status must be at least 50 miles from home/headquarters. The most 
direct route determines this distance. There are no flat reimbursement rates for meals. All 
items claimed are to be for the actual amount of the expense, up to the maximum 
reimbursement amounts. Time requirements are applicable when determining which 
meals are reimbursable.  
 
The state rate only will be reimbursed for lodging. Please see page three of the travel 
guide for state rates related to specific counties. 
 
Transportation – Please refer to page nine in the Travel Guide. 
 
When determining the most economical mode of transportation, the following costs should 
be considered: 
 

 Expenses for transportation (airline, bus, train, mileage for private vehicles, gasoline for   
rental cars, parking, shuttle, tolls, etc.). 
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o The most economical parking should be used at an airport (i.e., economy or long-
term parking rather than daily or hourly parking). 

o Valet parking will not be reimbursed. 
 The urgency of the situation. 
 The number of persons to be transported. 
 Driving time one-way (consider alternate transportation if over 2 hours). 
 If flying, the availability of transportation to and from the destination. 
 
CBA staff are still seeking DCA guidance regarding those travel expenses that should be 
included when comparing alternate means of travel.  For assistance in comparing costs to 
ensure the most economical mode of transportation is used, as noted on page 10 of the 
Travel Guide, please contact Veronica Daniel at (916) 561-1716.  Please be aware that 
only the least expensive method of transportation will be reimbursed. 

 
Rental Cars – Please refer to page 12 and 13 in the Travel Guide and the attached 
Department of General Services’ Travel Bulletin #09-09 (Attachment 2). 
 

The State currently contracts with Enterprise Rent A Car for vehicle rental while on official 
State business. In the event that Enterprise is unable to provide service, there are two 
secondary vendors: Alamo and National. Employees who use a non-contract vendor when 
a contract vendor is available, or exceed the maximum rates, will be responsible for the 
difference unless valid written justification is provided. Please refer to the attached Travel 
Bulletin for maximum rates. 
 
The rental car requirements state that employees must NOT: 
 

 Extend rental agreements for personal business and pay the difference. 
 Agree to purchase insurance. Insurance is included in the state contracted rates. 
 Agree to purchase the fuel service option or prepaid fuel.  Employees are required  to 

fill the vehicle up with gas before returning the vehicle. 
 Agree to purchase higher rate, non-economy cars. 
 Carry unauthorized, non-state employees, in rental vehicles. 

 
Receipts – Please refer to pages 17 and 18 in the Travel Guide. 
 

Receipts shall be submitted for every item of expense except for the following: 
 

 Per Diem Meals and Incidentals. 
 Overtime Meals. 
 Up to the published railroad and bus fares of less than $10.00, when travel is within 

the State of California. 
 Street car, ferry fares, bridge and road tolls, local rapid transit system, taxi shuttle or 

hotel bus fares, and parking fees of $10.00 or less for each continuous period of 
parking or each separate transportation expense. 

 
CBA staff are currently making modifications to CBA communications, new CBA member 
orientation materials and policy manuals to include information regarding the importance 
of selecting the most economical mode of travel.  

 
For assistance with travel reservations, please contact Marina Olivarez-Fuentes at  
(916) 561-1712 or Miatra Smith at (916) 561-1719. Please submit your travel claim 
information to Barbara Coleman within 30 days after travel. 
 
Attachments 
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